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Introduction to Dimes for Fire Tent Application 

ACA End User Training 

Accessing the ACA Site 
Objective: Ability to create an account and show proficiency in accessing the ACA site.  

To access the site copy and paste the link into your web browser.  

https://aca.accela.com/mesa/ 

New users will be required to register for an account.  

You will be asked to provide the following information to open an account: 
      • Choose a user name and password 
      • Personal and Contact Information 
      • License Numbers if you are registering as a licensed professional (optional) 

Account Registration and Creating a Password Step 1:  

Please review and accept the terms checkbox and select the continue registration button 

 

 

Account Registration Step 2:  

Enter and confirm Your Account Information. 

Select the Add New button to enter organization (business) and contact information 

 

https://aca.accela.com/mesa/
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Select Individual or Organization from the type drop down box and select continue  

 

Enter contact information and add contact address button by selecting the Add Additional Contact 
Address button. 
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Enter the address type, Street Address, City, State and zip code and select save. 

 

The information is not found box is displayed select the continue button 

 

The record contact added successfully box is displayed 

 

Make up a user name 4-32 characters that may contain (letters, numbers and any of these special 
characters: @ _ -.) valid e-mail address, a password 8 – 20 characters in length, retype your 
password, Security Question, Security Question answer, Mobile Phone Number. 
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Scroll down and enter the words shown in the box on your screen, the information below will not be 
correct as it will change with every new user. Select continue registration 

 

 

Your account has been created successfully is displayed and you can now log on using the 
username and password you created. 
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Return to the login page by typing the following information into your web browser 

https://aca.accela.com/mesa/ 

Type in your login name and password that you just created and select the login button 

 

You can access Fire Tent permits by selecting the Permits section 

 

 

 

 

https://aca.accela.com/mesa/
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The Permits Module is now displayed and you can create a new permit application by selecting 
“Apply for a Permit” 

 

The online application page opens. Select the checkbox to accept the General Disclaimer and select 
the continue application button 
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Select “Tent Permit” and click on the continue application button 

 

1. Location: You can search for the location by Address, Parcel, or Owner information.  (Hint: 
entering less information will help you find the information better. For example, for 55 N Center St 
Ste 650. Search only for 55 N Center in the Address section and then you can select the appropriate 
suite)  
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Select the appropriate address and scroll down to click on the select button 
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The address information is now entered into the record press the continue application button 

 

 

 

 

Select “Add New” to add a new contact or “Select from Account” to use information already saved to 
your account 

 

For New Contacts: 

Select contact type from the drop down box and select the continue button (A contact must be added 
for Applicant, Billing Contact, 24 Hour Emergency Contact, and On Site Sales Person, if that 
person/organization is the same for all four contacts you can easily use the “Select from Account” 
option to add the contact to each selection) 
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Enter all contact information as shown below

 

Add Contact Address 

Click on “Add Contact Address” 
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Select Address type and fill in all information 

 

Click on “Save and Close” 

 

 

The contact added successfully box is displayed select the “Continue” button 

 

Once all contact types are added click on “Continue Application” 

2. Application – Permit Info:  

Enter all tent permit information into the appropriate boxes. 

• Permit Information 

• Setup Information 

• Dismantle Information 

• Tent & Canopy Information  
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o Click on Add A Row (Enter Tent/Canopy information in popup, Add additional rows 
for each tent/canopy) Click on Submit 

 
 

 

Once all information is completed click on “Continue Application” 

 

 

 

  

3. Attachments: Select add button to add a document maximum size of 160 MB  

(This step is required, a detailed site plan, aerial photo, and flame certificate are required. If this is 
for a fireworks tent a layout of the tent is also required.)  
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The file upload box opens select “Add” 

 

The file selection box opens navigate to the file you want to upload and select it by double clicking it 

 

The add file upload box opens select the continue button 
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Enter the file type and description and select the save button 

 

The attachment successfully upload box is displayed select continue application

 

Click on “Continue Application” 

 

4. Review: document page is displayed after reviewing the information and editing anything that needs 
corrected select the “Continue Application” button 

The Application Submitted box is displayed and the new application record number is shown in blue 
example “FTP17-00873” 
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Click on the “FTPXX-XXXXX” number to view the record 

 

The record is displayed  
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To view and track your permit application go back to the main page and click on “My Records”, any 
permits that you have applied for will be seen on this page.  You can check the status and also pay 
fees from this section. 

 

 

 

 

 


